Learner training part 2

In additional to logging evidence, dealing with evidence returned by you assessor and checking you
your progress, you may have to do some or all of the following:

Using the Diary for reflective accounts
Convert a diary entry into evidence

Contribute to a progress review
Acknowledge unit sign off
Complete Progression Trackers

Nouh_,WNER

Add activity log and upload OTIJ training hours with evidence of completion

Read and complete action/assessment plans and upload evidence against it

1. Add activity log and upload OTIJ training hours with evidence of completion

In the Activity Log area you are able to record specific items as specified by the drop down selection

in the category index for your e-portfolio.
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Below is a list of some of the options you might find.

Add new log
Category ABL contact
| CHOC form
Summary fitle E-mail
Employer feedback
Activity date Employer Pravent Handbook

Enrolment form
Exit interview
Final visit checklist
Activity detail (m3 Health & Safety
lAs
ILP
= | Leamner at risk
Learner certificate
Learner disciplinary
Online test
Other
Peer observed activity
Guided lea Phone call
PLTS

B I

Recording GLH

el Recording OJT
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You are able to create a new log any time you like by populating the Add new log area. Within this
area you can describe any actity completed by you:

v Add new log

Category 12 Week Review =
) 12 Week Review

Summary title  Assessment Meeting

Assessment Plan
Activity date On-site meeting

Other

Phone Call

Progress Review
Actmty detail

» Guided learning hours

» Upload and attach files in support of this activity log

You can add Off the job training hours (if applicable) which will be confirmed by your assessor (that
box is automatically populated) and you can also ask you line manager to confirm the hours too, if
your line manager is using VQManager.

v Off the job training
Start time :

End time :
Duration hours minutes

Reguesi assessor to confirm the above OTJT hours?

1 Feguest line manager to confirm the above OTJT hours?

You or you assessor can also populate the Guided Learning Hours section (if applicable)

v Guided learning hours

Start time :
Endtime |00 v]:
Duration hours minutes

Select qual [Select qualification to log GLH against A

Learner Training Part 2 Version 1 22/06/20



You can upload any number of documents to the activity log too.

v Upload and attach files in support of this activity log

8 files 100 Mb total maximum
Choose File | Mo file chosen

Upload Files

Once saved you can vie or edit any of the Activity Logs in the Previous logs section.

v Previous logs

OTJ hours key: Leamner logged, Line manager confirmed, Assessor confirmed, Assessor and Line manager confirmed

Activity Category Summary title Logged by End Activity Attach- GLH? Offthe job
date time detail ments training?
17/05/2018  17/05/2018  Other workshop Knee, Sid 9:00 1300 ] 4:00 Edit
17/05/2018  17/05/2018  On-site Meeting Knee, Sid 9:00 11:.00 2:00 Edit
17/05/2018  17/05/2018  Other training Knee, Sid 2:00 Edit
17/05/2018  17/05/2018  Other training Rose [2A], 2:00 Edit
Honey
18/05/2018  18/05/2018  Other sales training Rose [2A], ] 10:00 Edit
Honey
3105/2018  31/05/2018  Other Training Rose [2A], ] 6:00 Edit
session Honey
272018 27112018 Assessment new Knee, Sid [ Edit
Meeting
13/0212019  13/02/2019  Assessment Test Rose [2A], ] 6:04 Edit
Meeting Honey

If you add or make any amendments to an existing log, your assessor will receive a notification to
this effect.

If your assessor adds or amends an existing review, you will also receive a notification to this effect.

v Activity logs added or altered by others in the last 14 days

I[l))gt;edi . Category Summary fitle Logged/edited by . Eemove

22/06/2020 Training session Knee, Sid (96980) O View/edit
2210612020 Other 2018 - Aftended "The Pharmacy Show" Knee, Sid (96880) O View/edit
Go to Activity logs Update page
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2. Using the Diary for reflective accounts

For the New Apprenticeship Standards, learners may need to be able to make entries into a diary,
similar to the Activity Log to record reflective accounts.

Learner diary tab

This tab is to allow you to add tasks and activities you complete over a period of time. It functions in
a similar way to the Activity Log and you can Keep a reflective account/diary of any activities and
upload OTJ training hours with evidence of completion

Welcome Adrian Austin Smith (Leamer 472) | Logout options [=] —e;src:rari‘;:u
Manager AN e =
)
Home My portfolio Reports
=i o =
w \ W &2 ; = R & O

Learner

N Progress
diary reviews

Entries are displayed in a table, and can be opened up to view the content and edited if required.
Learner Diary (Gillett, Graham)

Start date End date Summary Logged by Description Aftach-

ments
1441212012 15/12/2012 1311242012 353838 Krabbappel, Edna . Edit
1441212012 1711242012 14/1242012 303939 Krabbappel, Edna . Edit
20/04/2013 20/04/2013 20/04/2013 Krabbappel, Edna "@ Edit

As with the Activity Log, beneath the table there is an Add new diary entry form. This includes fields
for a summary title, start date, end date, description of the activity and your reflective account. Both
GLH (both on and off the job), and Off the Job Training can be recorded here and you can upload
files to this log entry if this is applicable to you. These areas will not be visible if they are not.

The end date defaults to the same as the start date, but is fully editable by you so that the diary
entry can cover a period of time. Dates are selected from the usual calendar display.

Note that the Reflective Account section can only be edited by you, and the Assessor Comments
section can only be edited by your assessor. The rest of the diary record can be edited by either user.
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Add new diary entry

Summary title

Start date 25/04/2017
End date 25/04/2017
no end date

Activity / description
Reflective account
Assessor comments

Guided learning hours

Upload and attach files in support of this diary entry

Save Save and create evidence Cancel

When the entry is completed, there are the usual options to save or cancel but you can also elect to
save and create evidence.

3. Convert a diary entry into evidence
Clicking this option will save the diary entry, and take you to the Log evidence screen.

Some of the information from the diary entry will be pre-completed in the evidence form as follows:
e Diary summary title = Summary evidence description

e Activity / Description = Description of evidence

e Reflective account = Learner comments

e Files uploaded to the diary entry will also copy across into the evidence.
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Evidence

Evidence methods Work products Direct observation
Witness testimony Oral questions
Wiitten questions Candidate feedback statement
Simulation / storyboard Accredited prior leaming
Professional discussion Diary entry

Summary evidence description (max. 80 characters)

Serve a customer

Description of evidence (max. 4000 characters)

Today | served a customer

The evidence log is fully editable in the normal way, and with the usual options to save.

4. Read and complete action/assessment plans and upload evidence against it

You may be required to confirm that you agree to an assessment plan which has been created for
you by your assessor. If this is the case, the assessment plan will appear on your To do tab on your
homepage, with a link next to it ‘Confirm this assessment plan’. In the column listing the date you
confirm this plan, the word ‘Requested’ will appear. Select Confirm this assessment plan

Welcome Kurt Jacobs (Leamer 3340) Help and training 9

Manager, A @ A~
|

—

Home My portfolio Reports

o O
5o = =

To do

-

Confirmation of assessment plans

Assignment date ~ Assessment plan Target date Confirmation date

28/07/2011 Health, safety and security at work (UNIT1) 19/08/2011 Requested Confirm this Assessment plan
2111212011 UNIT 9 Keep work areas clean in logistics operations 18/01/2012 Requested Confirm this Assessment plan
27/06/2012 Worksheet 9 30/06/2012 Requested Confirm this Assessment plan

The plan opens and you will be able to read the content and instructions. You will also be able to
open any files which have been sent along with the plan.
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Welcome Krista Leigh [14] (Leamer 95738)

Manager,

Lo o

T do =

v Assessment plan

Name
review piece

Assigned by
Knee, Sid (96950)

Target date 3010612015

Notes

this is where you are Krista

summary of their qual so far

what you want them to do before your next meeting
read the attached

Home

Help and training

%

Reports

=
—

My portfolio

Scroll down and tick the Learner confirmation box and don’t forget to Save

v Learner confirmation

| have read and understood this assessment plan

O hereby confirm that | agree to the above

The notification on your To do tab will now disappear but you will be able to see it in two places;

1. Inyour Assessment plan tab

Assessment
plans

v Diploma in Customer Service L2 (C&G) 601_3562_1 (1853)

. S Date Target

Units and assessment criteria covered assigned date
111,12, 13,1415 16,224,331,32, 441,42 43,44, 454655152 230112020 30/01/2020
111,12 1.3,221,22,23,24:331,32,441,42, 43,44, 45456551, 521 0722015 13042016
11a), 110y, 1.1¢), 1.2, 1.3,221,22, 2.3

111,12,13,221,22,23,24;331,32 44.1,42,43 44, 45,46,551,521 00 o0
11a),11b), 1.1¢), 1.2, 1.3,221,22, 2.3
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VWelcome Krista Leigh [14] (Leamer 96738)

Save Cancel

Help and training

& % - A
Home My portfolio Reports
- hY
Description Status
201 Infection z i
View
Control [1408]
. rd
ap Tor.201 204 ] View
covering xyz [933] v
. s
ap Tor.201 204 ] View
covering xyz [979]
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2. Onthe log evidence page, scroll down to the Criteria met section, select the View plan link.

Criteria met

Select the relevant assessment plan against which the evidence is to be logged or navigate fo the relevant Unit, Element, Assessment criteria, Range or
Knowledge and Understanding item.

'::'turning on a lamp view plan
O unit 202 serving a customer view plan
O review piece view plan
@ Evidence item - Google Chrome = O X

@ vgmanager.co.uk/cgi/radSVQ.cgi/ap?ca=967388r=967388&i=Iskldgdvdcgsrvffrkfckmvfrr@iosu=08ev=08&ap=744

Assessment plan

Name

turning on a lamp

Assigned by
Knee, Sid (96980)

Target date 23/04/2015
Notes

see aftached and answer questions

You can also identify the criteria the plan was designed to meet by ticking the plan name — turning
on alamp

Criteria met

\ Select the relevant asseszment plan against which the evidence is to be logged or navigate fo the relevant Unit, Element, Assessment criteria, Range or
Knowledge and Understanding item.
® turning on a lamp view plan

The qualification tree will open up and highlight in another colour the criteria the plan activities
should meet.

-| Diploma in Customer Service L2 (C&G) 601_3562 1
+ Unit 201 Deliver customer service
-1 Unit 202 / 662 Understand customers
-1 Learning outcome 1 Understand different types of customers

-| Assessment criteria 1

L 1.1 Explain the distinctions between internal and external customers
U 1.2 Explain how cultural factors can affect customers' expectations

(] 1.3 Describe the characteristics of challenging customers

U 1.4 Explain how to identify dissatisfied customers
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5. Contribute to a progress review
You may be asked to review and add comments to a progress review your assessor has created in
VQManager.

You will receive a notification with a link on your To Do tab.

Welcome Krista Leigh [14] (Leamer 96738) Help and training
r
m & B - N

| | A J

Home My portfolio Repaorts

2 O L

To do

-

@
I
4
|

Confirmation of progress reviews

Planned date Summary Actual date

3012017 MNovember PR 21112017 View / confirm

Follow the View/confirm link and a pop up will open:
Progress review (Leigh [1A], Krista)
Summary November PR

Planned date 30/11/2017

Actual date 2111172017
Progress as on 21/11/2017

Diploma in Customer Service L2 (QCF) (C&G) 601_3562_1 24%
ERR (Employee Rights and Responsibilities) 100%
Personal Details {HIT} 0%
PLTS: Aframework of personal, leaming and thinking skills ~ 100%

Motes (max. 1000 words)

Learner confirmation

h hereby confirm that | agree to the above

Learner comments

Tick the box to coOnfirm the review and in the Learner comments box add your comments.

The reviews have a full audit trail at the bottom. Don’t forget to select the Save confirmation and
comments button at the bottom
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v Audit trail

Date Time Action Content User

211172017 10:06:01 Mew log added Knee, Sid (96980)

211172017 10:06:38 Confirmation requested from leamer Knee, Sid (96980)

211172017 10:06:38 Confirmation requested from line manager Knee, Sid (96980)

211172017 10:06:38 Log edits saved - Knee, Sid (95980)
| save confirmation and comments | | Close |

All previous reviews can be viewed in a table at the top of the page

v Progress reviews (Leigh [1A], Krista)

Date Date Actual Summary Logged by Leamer Line manager Motes Attach-

logged planned date confirmed confirmed ments
19/03/2013  11/06/2013  02/03/2014 Remote Review Knee, 5id nfa nfa ] “g View
19/03/2013  03/09/2013  10/02/2014 Remote Review Knee, Sid nfa nfa ] “@ View
19/03/2013  26M1/2013  05/03/2014  Missed Review Knee, Sid nfa nfa ] ﬁg View
19/03/2013  18/02/2014  22/03/2016  Progress review Knee, Sid nfa nia ] @ View
08M10/2015 01102015 08M10/2015  tuffgjgy Knee, Sid nfa nfa ] View

If you open a completed review the current qualification progress appears along with the Off the job
hours and also the date the review was saved.

v Progress review (Rose, Honey)

Summary May 18 PR
Planned date 31/05/2018
Actual date 31/05/2018
Progress as on 31/05/2018

Apprenticeship Team Leader/Supervisor L3 ST0384_01 Standards  28%
Diploma for Managers L3 (ILM) 603_1166_6 0%
MNAS sample Programme of Delivery 0%

Off the job training as on 31/05/2018

Hours logged 42:00
Target hours to date  184:19
Total hours required  384:00

Notes {max. 500 words)

B I Us 9% == Normal = AR

qu..,'

see attached

2/500 words
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6. Acknowledge unit sign off

You may be asked to acknowledge a unit sign off and add your own comments. If so the notification
will appear in your To do tab.

v Confirmation of unit sign-off

14112017 2 Use Social Media to Deliver Customer Service 1411/2017 Requested Confirm this unit
12112017 349 Manage Diary Systems 120112017 Requested Confirm this unit
14112017 5 Manage personal performance and development 14/11/2017 Requested Confirm this unit

Follow the Confirm this unit link and scroll to the bottom of the pop-up. Read your assessors
comments and tick the box and add your own comments.

v Apprentice

Apprentice's feedback

[ 1 confirm that the evidence provided is a result of my own work.
Please check this box if you agree with the statement and provide any feedback in the field provided to complete the unit.

Don’t forget to Save.
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7. Complete Progression Trackers

You may be required to compete a Progression Tracker (PT) by your assessor. The Progression
tracker is located in the Reports area:

Welcome Honey Rose [2A] (Leamer 198295) Help and training

- YA
- —

My portfolio

Home Reports

& |

( ,-'m N

A4 [ —|
Progression
tracker

v Previous progression evaluations

Date Qualification Title
initiated

Assessor

Assessor

Line

07/04/2020 Apprenticeship April -

Team 2020
Leader/Supervisor  (2)
L3 ST0384_01

Standards (2418)

Knee, Sid
(96980)

Leamer Leamer Line Line
compleied target completed manager manager
target
21/04/2020 manager,
line
(146521)

21/04/2020

manager
completed

Evaluate

Before an assessor has begun the initial evaluation, you will see a message to let you know the
assessor has yet to select a qual and start the process.

v Previous progression evaluations

Date Qualification Title:
initiated

Mo previous progression evaluations

Assessor Assessor

completed

Learner
target

You will get a notification on your To Do

O O
S

To do

k:

Welcome Honey Rose [2A] (Leamer 198295) | Logout options w*

& _ %

Home

v New and incomplete progression evaluations

Date initiated Tiile

07/04/2020 April - 2020

Initiated by Date due

Knee, Sid 21/04/2020

Leamer
completed

Help and training

7~

Reports

-
—

My portfolio

Evaluate

The Progression Tracker will have a due date and this will normally be within a week or two of your
assessor initiating the evaluation. Your notification will show red if the ‘due date’ has passed.

You cannot see your assessor’s or employer’s evaluation until all have been completed and saved.
Select Evaluate and you will be taken to the PT to complete.

Learner Training Part 2

Version 1

22/06/20



Select the open all for the qualification to open up. All the units which have been assigned to you
will display.

f ﬁ N

Progression
tracker

Progression evaluation
Title: April - 2020

Indicate your level of competence on a scale of 1 - 10, where 1 is not at all competent, and 10 is highly competent.
Use the 'select all' boxes to indicate the same level of competence for a whole outcome or unit.

) Open all
\_JClose all

+ Apprenticeship Team Leader/Supervisor L3 ST0384_01 Standards

There is a select all quick tick box (see image below) at both unit level and also at leaning outcome
level, which when selected populates all the criteria in that unit with the selected value of your
choice. The quick tick used below was the number 1

Quick tick box

Progression evaluation
Title: April - 2020

Indicate your level of competence on a scale of 1- 10, where 1 is not at all competent, and 10 is highly competent.

L ., U B - -
Use the 'select all' boxes to indicate the same level of competence for a whole outcome or unit.

® Open all
) Close all

- Apprenticeship Team Leader/Supervisor L3 ST0384 01 Standards
= Unit 1 Interpersonal Excellence - managing people and developing relationships z 34 5 6 7 8 8 10

-1 Learning outcome 1 Leading People

12345678 39 10
- Assessment criteria 1

K1 Understand different leadership styles and the benefits of coaching to support
people and improve performance. DOoOO000o0ooo

K2 Understand organisation cultures, equality, diversity and inclusion. DOooooooooao

51 Able to communicate organisation strategy and team purpose, and adapt style

to suit the audience. DOooooooooao

52 Support the development of the team and people through coaching, role
modelling values and behaviours, and managing change effectively. DOoO000o0o0oo

You can also assign a value for individual criteria if you wish. Doing this, allows you to select a

different value for each criterion whereas the quick tick marks the same number at unit or learning
outcome level.
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-| Apprenticeship Team Leader/Supervisor L3 ST0384_01 Standards

-1 Unit 1 Interpersonal Excellence - managing people and developing relationships

-l Learning outcome 1 Leading People

- Assessment criteria 1

12 3 4 5 67 8 3 10

12 3 4 5 67 8 3 10

K1 Understand different leadership styles and the benefits of coaching to support

people and improve performance.

K2 Understand organisation cultures, equality, diversity and inclusion.

Ooo0oo0o0ooo
Ooooooooooo

$1 Able to communicate organisation strategy and team purpose, and adapt style

to suit the audience.

$2 Support the development of the team and people through coaching, role

modelling values and behaviours, and managing change effectively.

Each criterion can only have one option selected.

agin | Salesforce @ Skillw

dev.vgmanager.co.uk says
=2

All the items have been scored. Do you wish to close this evaluation

B2 §

later.

now? Select Cancel if you want to edit the evaluation again and close it

-l Learning outcome 3 :] Cancel

N

-| Assessment criteria 3

B1 Flexible to the needs of the organisation.

B2 Is creative, innovative and enterprising when seeking solutions to business

needs.

B3 Positive and adaptable, responds well to feedback and need for change.

B4 Open to new ways of working

-l Learning outcome 4 Professionalism

-| Assessment criteria 4

51 Sets an example, and is fair, consistent and impartial.

§2 Open and honest.

$3 Operates within organisational values.

000o0oo0oo00oo

Ooo00o000ooo

|Manager e-port.. ™ My page - Skilly

LS Ny NNy W W W Ny W

oooo0oooooo

1 2 3 4 5 6 7 8 93 10

0000000000

0000000000
Ooooo0ooooo
oooo0oooooo

1 2 3 4 5 6 7 8 93 10

0oO00o00oooo
ooooooooa
oboo00oooao

B D

The evaluation is complete when every criterion has a value assigned. Clicking ‘save’ that this point

will open a dialogue box, offering two options.

Select Cancel in the dialogue box if you wish to save the evaluation and come back and finish it later.

Select OK if you have finished the evaluation completely.

Learner Training Part 2 Version 1
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(Selecting Cancel in the bottom right instead of Save will exit the evaluation without saving

changes.)
When you have completed your evaluation, it shows like this:

)l Al
.4 _—

Progression
tracker

v Previous progression evaluations

Date Qualification Title Assessor Assessor Leamer Learner Line Line
initiated completed target completed manager manager
target completed
07/04/2020  Apprenticeship April-  Knee, Sid 21/04/2020  18/06/2020 manager, 210442020
Team 2020  (96930) line
Leader/Supervisor {2} (146521)

L3 STO384_01
Standards (2418)

View

Download matrix

Until all parties have completed their evaluation, the graph and the download matrix buttons will
have no data to show. Selecting the view button will only show your own evaluation only, in a read

only view.

When all evaluations are completed, the previous view link will change to view all, and the new view
will show each user’s rating against each criterion, side by side. These are colour-coded for clarity.

v Previous progression evaluations

Date Qualification Assessor Leamer Leamer Line manager Line Line
initiated completed target completed manager manager
target completed
30/01/2020  Apprenficeship January  30/01/2020  leam 31/01/2020  30/01/2020  Line, Kari 31/01/2020  30/01/2020
Operations/Deparimental  PT (7) inca (1731)
Manager L5 (1732)

ST0385_AP01
Programme of Delivery
V1 (131)

Progression evaluation
Title: January PT
Learner: learn, inca

'* Qpen all
Close all

- Apprenticeship Operations/Departmental Manager L5 ST0385_AP01 Programme of Delivery V1
= Unit 3 End Point Assessment

-1 Learning outcome 1 End Point Assessment

- Assessment criteria 1 Learner  Assessor

1 Knowledge test using scenarios and questions
2 Structured competency based interview
3 Assessment of portfolio of evidence

4 Presentation of work based project with Q&A

) ) [ ) [
<) [ [ ] [“]
() [+ (o] (] [+

5 Professional discussion relating to CPD activity

Learner Training Part 2 Version 1
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Viewing a graph of Progression tracker

The results of the evaluations are available in a graph format.

The first graph shows the average score per evaluation, with a different coloured line for learner,
assessor and line manager, matching the colours above in the summary view of the evaluation.
The date used for an evaluation in these reports is the date the assessor started the evaluation.

Averages of completed progression evaluations

Average score
wn

1

0

01/11/2019

B Learner A\ Assessor ’ Line manager

01/12/2019 01/01/2020 01/02/2020 01/03/2020

Months on programme

By clicking on the individual data points in the graph, it is possible to drill down and see the results of
a single evaluation as a graph, again with separate coloured lines for learner, assessor and line

manager:

Unit averages for progression tracking: January Start PT (30/01/2020)

Average score
o

Learner Training Part 2

B Leamer 4\ Assessor ‘ Line manager

3 4 5 B T
Units
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Selecting the Download matrix button, an Excel spreadsheet will download revealing the scores for
all users and all evaluations for you. This matrix also includes the average score for each criterion.

A B C o E F G H | J K L M N o
ngressi(_ln tracker (27/02/2020)
Gillett, Graham Average all evaluations 13/11/2019-Nov 2019 Progressi 13/11/2019-Dec 2019 27/02/2020-feb test

Learner Assessor Line manzLearner Assessor Line manzlearner Assessor Line manzlearner Assessor
Average all criteria 5 5 5 7 5 8 3 5 2 5 5
Unit 1 Conduct internal quality assurance of the assessment process

1
2
3 |V1Assessorsva
5
6
7 Element 1.1 Carry out and evaluate internal assessment and quality assurance systems

8 A Put your organisation&#39;s requirements into practice for auditin 5 3 5 7 1 8 3 3 2 5 6
9 B Identify the outcomes needed by the agreed standards and their ct 5 3 5 7 2 8 3 3 2 5 6
10 C Carrying out appropriate administrative and recording arrangemen 5 4 5 7 3 8 3 3 2 5 5
1 D Identify and ensure the agreed criteria for choosing and supporting 5 4 5 7 a 8 3 3 2 5 6
12 E Carry out assessment standardisation arrangements 5 5 5 7 E 8 3 4 2 5 6
13 F Ensure a procedure for complaints and appeals is in place, which m 5 H 5 7 6 8 3 4 2 5 6
14 G Identify and use internal and external measures of performance tc 5 5 5 7 7 8 3 4 2 5 6
15 H Make recommendations to improve internal quality assurance arra 5 6 5 7 8 8 3 4 2 5 6
16 Element 1.2 Support assessors

17 A Ensure assessars have appropriate technical and vocational experit 5 6 5 7 9 8 3 4 2 5 6
18 B Ensure assessors are familiar with and can carry out the specific ass 5 6 5 7 10 8 3 4 2 5 6
19 Cidentify the development needs of assessors in line with assessme 5 3 5 7 1 8 3 4 2 5 6
20 D Give assessors the chance to develop their assessment experience 5 4 5 7 2 8 3 4 2 5 6
21 E Ensure assessors have regular opportunities to standardise assessn 5 4 5 7 3 g 3 4 2 5 6
22 F Monitor how assessors are capable of maintaining standards 5 4 5 7 4 8 3 4 2 5 6

Line manager
7

NN N N N NN

NN NN NN
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